





accordance with this section. Any salary increases must be within the budget for the
year for the department in which the increase occurs.

4. Entrance at the Minimum

a. Normally the minimum rate of pay for the class will be paid to a qualified
person on his original appointment to a position. However, the department head
may submit, in writing, to the City Manager a statement of unusual circumstances
that may exist which warrant employment at a higher rate in the pay grade.

b. A trainee may be hired below the minimum rate of pay for the class. An
employee designated as a trainee will be so identified by the placement of a
parenthetical immediately preceding his/her class, e.g., (T) Secretary Il.

Upon satisfactory completion of probationary period, the pay grade of a trainee may be
adjusted to the minimum rate of pay for the class upon the recommendation of the
department head.

5. Pay Rates in Transfer, Promotion or Demotion

a. If the employee is promoted to a class with a higher pay grade, he/she
should be placed in that step of the new pay grade which provides for at least an
equivalent dollar amount to what the employee was making at the lower
classification plus an increase of up to one step in the pay grade for the new
class.

b. If any employee is transferred to a class of work in the same pay grade or
less, the employee should receive no salary increase at the time of the change.

C. If the employee is demoted into a class of a lower pay grade, he/she
should be placed into an appropriate step within the new pay grade as
determined by the department head concerned.

6. Pay for Part-time Work - Whenever an employee works for a period less than the
regular established number of hours per day, days per week, or weeks per month, the
amount paid shall be proportionate to the time actually employed for the class. This
provision does not apply to executive or administrative employees.

7. Hourly Rate - The City Manager may determine what hourly rates of pay are to
be used for certain individual positions within classes that are normally paid on a salary
basis, when conditions of employment, in his opinion, warrant such action. The position
description does not constitute an employment contract between the City and the
employee and is subject to change as the needs of the City and the requirements of the
job changes.

8. Cost of Living Increases ~ Cost of living increases may be considered by the
Commission on an annual basis based upon increases in the cost of living if the
Commission determines the City is financially able to make such a salary increase. A
cost of living increase shall be applied across the board to all salary grades in the same
percentage. Probationary employees must successfully complete 6 months of probation
by September 30" to be eligible for the Cost of Living Increase when given.
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